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Program102 Job Aid Overview

This job aids a continuation of the items discussed in the Program 101 |
aid. The Program 102 job prdvides stefy-step instructions for tasks
relevant toprogrammanagementn theGSA OLU (powered by SAR)pics
covered in thipbaid includeuser managemenemail notifications, and
reporting.
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Program 10Job Aid
USER MANAGEMENT

Assign Program

001 COAT O AOA 1 AAOTET C OAIT T OAET AOOGO6 OEAO AAT EIT OOA A «
sessionsPrograms can be assigned to users using two different methadsProgram Administration Rgeor via
User Needs Manageant Page

Via Program Administration Page

1. From the Learning Administration page (also called SuccessFactors Administratio), £ E earningpE A O
icon.

B F &

Home  Users System Admin
| Search: mrwmmand I |

Welcome

”E&

Welcome to SuccessFactors Administration

New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around.
‘Watch the Tutorial @

2. Click on the Programtab in the left menu frameYou will be directed to the area of the system whereiyan
search and viewhe programyou wish to assign

TEaY - S

Home Users Learning System Admin

| Search: [ Enter Keywords or Command ] Go ) |
ngrams Search | AddNew &)
ltems Search Saved Searches 0
Scheduled Offerings Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can
also add or remove search criteria fo further refine your search.
Catalogs Search Save As Reset
Programs Case sensitive search: ) Yes ® No
Curricula Search All Locales: ) Yes @ No
Evaluation rogram ID: [Starts witn [
ram Title: |Starta With |
Instructors -
Program Description: [starts with [
= Tools Start Date After:
(MWDDYYYY) I
Start Date Before: s
(MM/DDAYYY) |:
End Date After:
(MMDDAYYY) I
End Date Before:
(MM/DDAYYY) |:

Add/Remove Criteria ©

Search Save As Reset
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3. Enter theTitleof your desired programYou can use the dredown menu associated with most criteria to
OAZET A UT OO0 OAAOAE j A@d Seorioseabiofor ydidediréd plOgoetn OAT T OAE

Programs Search  Add Mew &)
ltems Search Saved Searches &
Scheduled Offerings Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can

also add or remove search criteria to further refine your search,
Catalogs Search Save As Reset
Programs - .
Case sensitive search: ) ves ® No
Curricula Search All Locales: ) Yes ® No
Evaluation Program ID: [starts with v
Program Title: | Contains w | |Plogram Manager
Instructors o
Program Description: |starts With v
[l Tools Start Date After: e |
(MM/DDYYYY)
. Start Date Before:
TIP: Click the (MMDDAYYY) < I
O! AAT 2 A | End Date After: Ioin”:
#OEOAROEA (MM/DDAY YY)
. End Date Before:
to refine your MDD |
search
Add/Remove Criteria ©
ﬂ Search Save As Reset

4. Locate your desired program. Click on tReogramiDto select and pen the program

Field Chooser & Download Search Results =
Program ID Title Type Description Assignment Type
GSA- GSA Test Program Open- This is program houses all OFT
TEST_PGM_TRN Manager Training ended required PGM courses. Watch
this intro video before launching
vour first course:
hitps: /. youtube comiwatch?

v=p1pZmbuygZY Flease dont
forget to add this training to your
timesheet

TIP: Click the
(rield Chooseb
button to refine

your search
results.
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5. On the Program Administration Page, locate the Actions Menu and glgskgn. Thiswill take you to the User
Needs Management Page.

4) Search Results

= GSA Test Program Manager Training @

GSA-TEST_PGM_TRN
q Assign | Delete | Copy | Send Matification | Cover Page (Active)

Description % W Settings

This is program houses all required PGM courses.

+ Watch this intro video before launching your first course: https:ffwvw. youtube.com/watch? Type Open-ended
v=p1pZmbuygZY Status Active
+ Please dont forget to add this training to your timesheet Domain GSA(GSA)
Assignment  Optional(OFT)
Type
Completion PROGRAM-COMPLETE
Status (Program Complete) - For

Credit
Progress Restriction By completion: Off
Enable User Mo

=y Background Research

6. From theUser Needs Managemeimage, click oradd one or more from listto find users you wish to assign
the program to.

Assign [3;

User Needs Management Help

= Step 1 = Step 2

Step 2: Select Users

Next
* = Required Fields
Add Users
Enter User ID or add one or more from list. h
* User ID: - Add
Edit Users

There are no Users in the list. Flease add Users before proceeding.

7. Enter a keyword (or last name) associated with the wgdeave blankto add multiple users. ClicRearchto
find users.
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Users @

Search

w

Search Users

Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can
also add or remove search criteria to further refine your search.

Search Reset

Keyword: [

User ID: [starts with [

Last Name: [starts With |[omeh

First Name: [starts with [

Middle Initial: [Starts With [

Role ID: [Starts With [

User Status: ® Active O NotActive O Both

Profile Status: O active O Expired @ Both TIP: Click the
Domains: [Starts With | T O! AAT2AI
State: [starts with [v] ] # OEOAOEA
Job Locations: [Starts With | T to refine your
Job Codes: [Starts With | T search
Supervisors: [Starts With | T

Email Address: [Starts With [

Agency: [starts With [

Add/Remove Criteria © ﬂ Search Reset

8. Select your desired user(s). Clisild to select the user(s) and return to the User Needs Management page.

User Help
'> Search Results
Select Users For Needs Management
[] select all the Users of the search results
Add
Records per Page| 10 | v | (7 total records) Salect All / Desalect All
User D User Name Add
EsilozaOmoh Omoh, Esiloza O
eomoh@eskillz.com  Omoh, Esiloza ]
ESK0000001 Omoh-Leamer, Esi O
ESKO000003 Omoh-RegionalAdmin, Esi |
ESK0000004 Omoh-SMEAdmin, Esi O
ESKO000005 Omoh-SuperAdmin, Esi |
ESK0000002 Omoh-Supervisor, Esi O
Records per Page| 10 | v | (7 total records) Salect All / Dessieet B
s | A
— |
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9. Repeat step$ z 8 to add more users. Once ybave added all desired userdick Next to advance to the next
step.

Assign [x]

User Needs Management Help

= Step 1 = Step 2

Step 2: Select Users

) | e

* = Required Fields
Add Users

Enter User ID or add one or more from list.

*UserlD: | Add
Edit Users
ly Changes
Added user(s) Apply Chang
Select All / Deselect All
UserID Name Remove
eomoh@eskillz.com Omoh, Esiloza O

Select All [ Deselect All

Apply Changes

10. Confim the program(s) to be assigne@lickNext to advance to the next step.
*** NOTE Click oradd one or more from listto select more programs to add (if needed).

Assign [x]
User Needs Management Help
.:a Step 1 = Step 2 = Step 3
Step 3: Adding Programs
Previous Mext

* = Required Fields

Select Programs for Adding

Enter 'Program ID' and 'Program Type® or add one or more from list.

Type: [ [¥] - Program D |

Add

Edit the List of Programs for Adding

confirmed Apply Changes
program(s)

Select All F Deselact All

Program Title . Assign. Type Assign Date Remove
GSA-TEST_PGM_TRN  GSA Test Program Manager Training OFT o207 Il

Select All F Deselact All

Apply Changes

Pages | © 2017eSkillz Corp. All rights reserved. Powered by: M
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11. Edit(if needed)and confirm the program assignment type and assigned date for the selected usersNelktk

to advance to the nebstep.

Assign [x]
User Needs Management Help
.> Step1=5Step 2= Step 3= Step 4
Step 4: Edit Program Information
"'_:Dnﬁ"“'Ed Previous MNext
assignment type
Agsign Date
Program ID Title Assign. Type (MDD YY)
GSA-TEST_PGM_TRN GS5A Test Program Manager @ |r ' [7Moz017
Training
confirmed assign date
i
12. ClickSchedule Job
%]

Assign

User Needs Management

.> Step 1 = Step 2 > Step 3 = Step 4 = Step 5

Step 5: Complete User Needs Management

Previous

Name
Omaoh, Esiloza

User D
eomoh@eskillz.com

Program Title
GSA-TEST_PGM_TRM  GSA Test Program Manager Training

Run Job Now Schedule Job
Assign. Type Assign Date
OPT THOR2017

Help

13. SelectRun this job immediately, if allowaflleen dick Finishto assign the program.
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Assign %]

User Needs Management Help

=5tep1=5Step2>Step3=Step 4 =Step 5= Step &6

Schedule Background Job

The action you are trying to perform is affecting too many records and could take a long time to complete. This action must be
scheduled to run in the background. Please complete the following information if you want this action to run at a specific date and

time. If you choose to be nofified by email upon complefion, please select "Notify via email upon completion” checkbox and specify
an email address.

(O] Run this job immediately, if allowable.

Schedule this job to be executed on: View Available Time Slots

Date:
(MM/DDYYYY) m |

Time: [
{hhzmm
AM/PM)

Time Zone: |Eastern Standard Time (US/Eastem)

Job Description:

Notify via email upon completion

Email: |eomeh@eskillz.com

Previous Reset Finish

14. You have successfully assigned the program! @ikko return to the Program Administration Page.

Assign [x]

User Needs Management Help

Confirmation

Finished

Background Job Scheduled

Background Job Status

Job Title: Assign Programs to Users
Description:

Scheduled Start Date: 7/10/2017 11:22 AM US/Eastern
Status: Succeeded

You can edit the schedule details and status of this background job in the Background Jobs madule.

sl | o«
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15. Once you are back to ¢hProgram Administration Page, you can perform additional administrative tasks

related to your program oexit the page.

4 Search Results

[z GSA Test Program Manager Training @
GSA-TEST_PGM_TRN

Description

This is program houses all required PGM courses.

« Watch this intro video before launching your first course: hitps:ffwww youtube comfwatch?
v=plipZmbuygZY
+ Please dont forget to add this training to your timesheet

=y Background Research

Assignment

Publishing

2 Catalogs

0 Subject areas

0 Assignment profiles

Competencies

No competencies associated

Assign | Delete | Copy | Send Motification | Cover Page (Active)

% N Settings
Type Open-ended
Status Active
Domain GSA(GSA)
Assignment  Oplional{OFT)
Type
Completion PROGRAM-COMPLETE
Status (Program Complete) - For

Credit
Progress Restriction By completion: Off
Enable User No
Ratings
Thumbnail
File

Grading Options

Jam Groups

No Jam Groups associated

Page8| © 2017eSkillz Corp. All rights reserved.
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Via User Needs Management Page

1. From the Learning Administration page (alsalled SuccessFactors Administration)), &

p2
m
(=
[%2)

S
O
Tk
b
()]
(e¢)

-
Home Learning System Admin
[ Enter Keywords or Commarnd ] [ Go» J |

Welcome to SuccessFactors Administration

Watch the Tutorial @

New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around.

2. Click onToolsin the left menu frame to expand the tathen dick onUser Needs Mgmt

fI=sFaW-P0

Home Users Learning Syst

Fa
L=f

Search: Enter Key|

Users

Regions

Assignment Profiles
Event Rules
Job Codes

- Tools

Record Learning - Multiple
Learning Event Editor
Send Notifications

U=zer Heed=z Mgmt

—

Paged | © 2017eSkillz Corp. All rights reserved.
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3. On the User Needs Management Page, selkedt Programas the management action you want to perform.
ClickNext to advance to the next step.

User Needs Management Help
Users = Step 1
Event Rules ﬁ Next
Job Codes O Add Curricula ) Remove Curricula
Regions O Add ltems O Remove ltems
= Tools > (O Add Job-related Curricula ) Remove Surveys
Record Learning - Multiple ® Add Programs ) Remove Programs
Learning Event Editor
Send Hotifications
User Needs Mgmt

4. Clck onadd one or more from listto find users you wish to assign the program to.

User Needs Management Help

= Step 1 = Slep 2

Step 2: Select Users

Mext
* = Required Fields
Add Users
Enter User ID or add one or more from list h
*UserlD: | Add
Edit Users

There are no Users in the list. Please add Users before proceeding.

5. Enter a keyword (or last name) associated with the usdeave blankto addmultiple users. Cliclsearchto
find users.

Pagel0| © 2017eSkillz Corp. All rights reserved. Powered by: m
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Users @

Search

w

Search Users

Enter a value for each field that you want to use to filter your search. Some fields allow you ta select from a list of values. You can
also add or remove search criteria to further refine your search.

Search Reset

Keyword: |

User ID: [starts with [

Last Name: [starts with [omoh

First Name: [starts With [

Middle Initial: [starts with [

Role ID: [Starts With [

User Status: ® acive O NotActive O Both

Profile Status: O Acive O Expired @ Both TIP: Click the

Domains: |5tarts With | h 4 O" ’A‘A T ‘2 ’A '|’

State: |starts with [ W © E.OA Q127

Job Locations: f— | v to refine your
search

Job Codes: [Starts With | h 4

Supervisors: [Starts With | h 4

Email Address: [Starts With [

Agency: [starts with [

Add/Remove Criteria ‘©

oy | ot | Rece

6. Select your desired user(s). Clisild to select the user(s) and return to the User Needs Management page.

User Help
= Search Results
Select Users For Needs Management
[] select all the Users of the search results
Add
Records per Page | 10 | v | (7 totsl racords) Selact All { Deselact All
User 1D User Name Add
EsilozaOmoh Omaoh, Esiloza ]
eomoh@eskillz.com  Omoh, Esiloza ]
ESK0000001 Omoh-Leamer, Esi ]
ESKO0000003 Omoh-RegionalAdmin, Esi O
ESK0000004 Omoh-SMEAdmin, Esi O
ESKO0000005 Omoh-SuperAdmin, Esi O
ESK0000002 Omoh-Supervisor, Esi OJ
HEMrdsperPageﬂbuIE]mrds} Salact All | Deselect All
) | A
— |

Pagell| © 2017eSkillz Corp. All rights reserved.
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7. Repeat steps 4 6 toadd more usergif needed) Once yo have added all desired userBckNext to advance
to the next step.

User Needs Management Help

= Step 1 = Step 2

Step 2: Select Users

) | e

* = Required Fields
Add Users

Enter User ID or add one or more from list.

*UserID: | Add
Edit Users
ly Changes
Added user(s) Apply Chang
Select All f Deselect Al
User ID Name Remove
eomoh@eskillz.com Omoh, Esiloza ]

Select All f Deselect Al

Apply Changes

8. Click onadd one or more from listto select your desired program(s) to assign.

User Needs Management Help

=5Step1=5tep 2 = Step 3
Step 3: Adding Programs

Previous MNext

* = Required Fields

Select Programs for Adding

Enter "Program ID' and 'Program Type' or add one or more from list
* Type: | * Program ID: |

Add

Edit the List of Programs for Adding

There are no programs in the list. Please add programs before proceeding.

Pagel2| © 2017eSkillz Corp. All rights reserved. Powered by: M
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9. Enter a keywordassociated with thg@rogramor leaveblank to search all programs in the systeflickSearch
to find your desired program

Programs @

Search

w

Search Programs

Enter a value for each field that you want 1o use to filter your search. Some fields allow you to select from a list of values. You can
also add or remove search criteria to further refine your search.

Keyword: [

Add/Remove Criteria © ﬁ Search Reset

10. Select your desired program(s). Cliskd to select the program(s) and return to the User Needs Management

page.
Programs Help
.> Search Results
Select Programs For Needs Management
Add
Records per Pape | 10 |+ |Fage: 12 3 4 «Previous Nexts (37 total records) Page 2 of 4. £
Select All  Deselect Al
Program ID Program Title Assign. Type Add
FAS_PROJECT_MGMT Project Management Master Cerificate Program OPT O
GSA-FEDSIM_University FEDSIM University REQ O
GSA-IT-PRIVILIGED_USER Privileged User Training REQ O
GSA-Leslie_1608_Program_Test Leslie 1608 Test Program |
GSA- GSA Performance Management OPT ]
PERFORMANCE_MAMNAGEMENT
GSA-QUALITY_HIRING GSA Quality Hiring QPT O
GSA-TEST_PGM_TRN GSA Test Program Manager Training OPT A
GSA-VIDEOS-BECKY-ZUSMAN Video Trainings |
GSA_TEST_PROGRAM Test Program REQ |
KMS-SUPERFROG-001 Supervisor Progam | REQ O
Records per Page Page: 12 3 4 «Previous Nexts (37 total records) Page E ofm
Select All / Deselect Al
L A

Pagel3| © 2017eSkillz Corp. All rights reserved. Powered by: m
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11. Repeat steps & 10 to add more programs (if neede@onfirm the program(s) tbe assignedClickNext to
advance to the next step.

User Needs Management Help
> Step 1> Step 2 » Step 3
Step 3: Adding Programs

Previous Mext
* = Required Fields
Select Programs for Adding
Enter "Program ID" and "Program Type' or add one or more from list,
* Type: | * Program ID: |
Add
Edit the List of Programs for Adding
confirmed Apply Changes
rogramis
prog { l Select All f Deselect All
Program Title Assign Date Remove
GSA-TEST_PGM_TRM  GSA Test Program Manager Training OFT THO2017 O

Select All f Deselact All

Apply Changes

12. Edit (if needed) and confirm the program assignment type and assigned date for the selected usemdestick
to advarce to the next step.

User Needs Management Help

=5Step 1 =5Step 2 = Step 3 = Step 4

Step 4: Edit Program Information

confirmed
assignment type

Program ID Title Assign. Type /DDA Y Y Y
GSA-TEST_PGM_TRN GSA Test Program Manager |Optional (OPT) & [B [rr10m2017
Training

confirmed assign date

Pagel4| © 2017eSkillz Corp. All rights reserved. Powered by: m
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13. ClickSchedule Job

User Needs Management Help

=Step 1 > Step 2 » Step 3 = Step 4 = Step 5

Step 5: Complete User Needs Management

Previous Run Job Now Schedule Job
User 1D Mame
eomoh@eskillz.com Omoh, Esiloza
Program Title Assign. Type Assign Date
GSA-TEST_PGM_TRN  GSA Test Program Manager Training OPT 702017

14. SelectRun this job immediately, if allowab@ickFinishto assign the program.

User Needs Management Help

=>Step 1 =Step 2 > Step 3 = Step 4 = Step 5 = Step 6

Schedule Background Job

The action yvou are trying to perform is affecting too many records and could take a long time to complete. This action must be
scheduled to run in the background. Please complete the following information if you want this action to run at a specific date and

time. If you choose to be notified by email upon completion, please select "Motify via email upon completion” checkbox and specify
an email address.

O] Hun this job immediately, if allowable.

O Schedule this job to be executed on: View Available Time Slots

Date:
(MM/DDYYYY) E} |

Time: |
{hh:mm
AM/PM)

Time Zone: |Eastern Standard Time (US/Eastem)

Job Description:

Notify via email upon completion

Email: |eomoh@eskilz.com

Previous Reszet Finish

Pagel5| © 2017eSkillz Corp. All rights reserved. Powered by: M



Program 10Job Aid

15. You have successfully assigned the program!

User Needs Management Help

Confirmation
Finished

Background Job Scheduled

Background Job Status

Job Title: Assign Programs to Users

Description:
Scheduled Start Date: 7/10/2017 03:36 PM US/Eastem
Status: Succeeded

You can edit the schedule details and status of this background job in the Background Jobs module.

Pagel6| © 2017eSkillz Corp. All rights reserved. Powered by: m
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Remove Program

1. From the Learning Administration page (also called SuccessFactors Administratio) AE Uskrd OEAT © 8

Home Learning System Admin

[ Enter Keywords or Command l [ Go» J |

Welcome to SuccessFactors Administration
New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around.
Watch the Tutorial @

2. Click onToolsin the left menu frame to expand the tab, then click dser Needs Mgmt

fI=sFaW-P0

Home Users Learning Syst

| | Search: Enter Key|

Users

Assignment Profiles
Event Rules

Job Codes

Regions

- Tools

Record Learning - Multiple
Learning Event Editor

Send Notifications

U=zer Heed=z Mgmt

Pagel7| © 2017eSkillz Corp. All rights reserved. Powered by: m
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3. On the User Needs Management Page, seRemove Prograsas the management action you want to
perform. ClickNext to advance to the next step.

User Needs Management Help

Users > Step 1

Assignment Profiles Step 1: Select Management Action

Event Rules # Next

Job Codes

) Add Curricula ) Remove Curicula
Regions O add items ) Remove ltems
=] Tools > (O Add Job-related Cumicula ) Remove Surveys
Record Learning - Multiple ) Add Programs ®) Remove Programs

Learning Event Editor
Send Notifications

User Needs Mgmt

4. Click onadd one or more from listto find users you wish teemove from a program

User Needs Management Help

= Step 1 = Step 2

Step 2: Select Users

MNext
* = Required Fields
Add Users
Enter User ID or add one or more from list. h
*UserlD: | Add
Edit Users

There are no Users in the list. Please add Users before proceeding.

5. Enter a keyword (or last name) associated with the wgdeave blankto add multiple users. ClicRearchto
find users.

Pagel8| © 2017eSkillz Corp. All rights reserved. Powered by: M
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Users @

Search

w

Search Users

Enter a value for each field that you want to use to filter your search. Some fields allow you ta select from a list of values. You can
also add or remove search criteria to further refine your search.

Search Reset

Keyword: |

User ID: [starts with [

Last Name: [starts with [omoh

First Name: [starts With [

Middle Initial: [starts with [

Role ID: [Starts With [

User Status: ® acive O NotActive O Both

Profile Status: O Acive O Expired @ Both TIP: Click the

Domains: |5tarts With | h 4 O" ’A‘A T ‘2 ’A '|’

State: |starts with [ W © E.OA Q127

Job Locations: f— | v to refine your
search

Job Codes: [Starts With | h 4

Supervisors: [Starts With | h 4

Email Address: [Starts With [

Agency: [starts with [

Add/Remove Criteria ‘©

oy | ot | Rece

6. Select your desired user(s). Clisild to select the user(s) and return to the User Needs Management page.

User Help
= Search Results
Select Users For Needs Management
[] select all the Users of the search results
Add
Records per Page | 10 | v | (7 totsl racords) Selact All { Deselact All
User 1D User Name Add
EsilozaOmoh Omaoh, Esiloza ]
eomoh@eskillz.com  Omoh, Esiloza ]
ESK0000001 Omoh-Leamer, Esi ]
ESKO0000003 Omoh-RegionalAdmin, Esi O
ESK0000004 Omoh-SMEAdmin, Esi O
ESKO0000005 Omoh-SuperAdmin, Esi O
ESK0000002 Omoh-Supervisor, Esi OJ
HEMrdsperPageﬂbuIE]mrds} Salact All | Deselect All
) | A
— |

Pagel9| © 2017eSkillz Corp. All rights reserved.
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7. Repeat steps 4 6 to add more users (if needed). Once you have added all desired userdletidlo advance
to the next step.

User Needs Management Help

= Step 1 = Step 2

Step 2: Select Users

) | e

* = Required Fields
Add Users

Enter User ID or add one or more from list.

*UserID: | Add
Edit Users
ly Changes
Added user(s) Apply Chang
Select All f Deselect Al
User ID Name Remove
eomoh@eskillz.com Omoh, Esiloza ]

Select All f Deselect Al

Apply Changes

8. Click onadd one or more from listto select your desired program(s) temove

User Needs Management Help

.:= Step 1 = Step 2 = Step 3
Step 3: Removing Programs
Previous Run Job Now Schedule Job

* = Required Fields

Select Programs for Removal

Enter 'Program ID¥ and 'Program Type' or add one or more from list.
* Type: | * Program ID: |

Add

Edit the List of Programs for Removal

There are no programs in the list. Please add programs before proceeding.

Page20| © 2017eSkillz Corp. All rights reserved. Powered by: M
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9. Enter a keyword associated with thgogramor leave blankto search all programs in the system. Cl@g#arch
to find your desired program.

Programs @

Search

w

Search Programs

Enter a value for each field that you want 1o use to filter your search. Some fields allow you to select from a list of values. You can
also add or remove search criteria to further refine your search.

Keyword: [

Add/Remove Criteria © ﬁ Search Reset

10. Select your desired program(s). Cliskd to select the program(s) and return to the User Needs Management

page.
Programs Help
.> Search Results
Select Programs For Needs Management
Add
Records per Pape | 10 |+ |Fage: 12 3 4 «Previous Nexts (37 total records) Page 2 of 4. £
Select All  Deselect Al
Program ID Program Title Assign. Type Add
FAS_PROJECT_MGMT Project Management Master Cerificate Program OPT O
GSA-FEDSIM_University FEDSIM University REQ O
GSA-IT-PRIVILIGED_USER Privileged User Training REQ O
GSA-Leslie_1608_Program_Test Leslie 1608 Test Program |
GSA- GSA Performance Management OPT ]
PERFORMANCE_MAMNAGEMENT
GSA-QUALITY_HIRING GSA Quality Hiring QPT O
GSA-TEST_PGM_TRN GSA Test Program Manager Training OPT A
GSA-VIDEOS-BECKY-ZUSMAN Video Trainings |
GSA_TEST_PROGRAM Test Program REQ |
KMS-SUPERFROG-001 Supervisor Progam | REQ O
Records per Page Page: 12 3 4 «Previous Nexts (37 total records) Page E ofm
Select All / Deselect Al
L A
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11. Repeat steps & 10 to add more program® be removedif needed). Confirm the program(s) to bemoved
ClickSchedule Jobgo advance to the next step.

User Needs Management Help

>5Step1>=5Slep2 > Step 3

Step 3: Removing Programs

Previous Run Job Now Schedule Job
* = Required Fields
Select Programs for Removal
Enter 'Program IDY and 'Program Type' or add one or more from list.
“Type: [ [v] * Program ID: |
Add

Edit the List of Programs for Removal

confirmed anphilhandes
rogramis
p Dg { } Select All [ Deselect Al
Program Title - Assign. Type Assign Date Remove
GSA-TEST_PGM_TRN  GSA Test Program Manager Training oPT TH02017 O

Select All § Desalect A

Apply Changes

12. SelectRun this job immediately, if allowab{#ickFinishto removethe program.

User Needs Management Help

=5Step 1 = Step 2 = Step 3 = Step 4 = Step 5 = Step 6

Schedule Background Job

The action you are trying to perform is affecting too many records and could take a long time to complete. This action must be
scheduled to run in the background. Please complete the following information if you want this action to run at a specific date and
time. If you choose to be notified by email upon completion, please select "Motify via email upon completion” checkbaox and specify
an email address.

(O] Run this job immediately, if allowable.

Schedule this job to be executed on: View Available Time Slots

Date: = |
(MM/DDIYYYY) Bt

Time: [
{hh:mm
AM/PIM)

Time Zone: |Eastern Standard Time (US/Eastem)

Job Description:

Notify via email upon completion

Email: |eumnh@eskilz.oﬂm

Previous Reset Finish

Page22| © 2017eSkillz Corp. All rights reserved. Powered by: M




Program 10Job Aid

13. You have successfulilgmovedthe program!

User Needs Management Help

Confirmation

Finished

Background Job Scheduled

Background Job Status

Job Title: Remove Programs from Users
Description:
Scheduled Start Date: 7/10/2017 05:10 PM US/Eastemn
Status: Succeeded

You can edit the schedule details and status of this background job in the Background Jobs module.
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USER MANAGEMENT

Record Item Completion

1. From the Learning Administration page (also called SuccessFactors Administratio) AE Uskrd OEAT © 8

B = -

Home Learning System Admin

Swter Keywords or Command l Go» |

Welcome to SuccessFactors Administration
b/ New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around.
Watch the Tutorial @

Welcome

2. Click onToolsin the left menu frame to expand the tab, then click Record Learningz Multiple.

Record Learning - Multiple |Help|
Users Inifial Information = Edit Details = Confirm
Assignment Profiles Next
Event Rules This wizard is to record leaming history for multiple users for one or more items, scheduled offerings or

external events. Simply indicate the type of leaming to record, select the related items, scheduled
afferings or external event to be recorded for each, and specify the users for whom you want to record

Job Codes the leaming history.
Regions What kind of leaming you want to record?
= Tools ® jtem O Scheduled Offering O External Event

Record Learning - Multiple
Learning Event Editor

Search & Add ltems Search & Add Users

* = Required
Send Notifications Fieldsq U?Sr Q, Add
U=zer Heeds Mgmt + Item Type \D: - .

*emID: Q[ | Add  Listof Selected Users
List of Selected Items

There are no Users in the list. Please add

There are no items in the list. Please add Users before proceeding.

items before proceeding.

3. On theRecordLearning- Multiple Page,select the kind of learning you wish to record.

What kind of leaming you want to record?

@® [tem () Scheduled Offering () External Event
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4. Toselect an itemto record learningclick on the % icon.A popup window will open with a lisf item search
criteria.

Search & Add ltems

* = Required
Fields

* ltem Type ID:

| ~]
- kem 10O ff— | Au

List of Selected Items

a. Enter a keywordassociated with thg@rogramor leaveblank to search alltemsin the systemClick
Searchto find your desiredtem.

w 4 ‘) '0 Aq ‘# 'i ’E_ g EA NOAE AA
# OEOAOEA8 AOOO
Search ltems search

Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can
also add or remove search criteria to further refine your search.

Keyword: |video

Add/Remove Criteria '@ # Search Reset

b. Select your desiretem(s). ClickAdd to select theitem(s) and return to th&ecordLearning- Multiple
Page

Search Results

Select ltems For Learning Event

ﬁ' Add

Records per Page| 10 | v |Page:1 2 3 cPrevious Nexts (26 totsl records) Page/1 of 3.
Select All | Desslect Al
ltem Title Add

VID GSA-L:easing_Video (Rev1-  Leasing Video
912372016 02:29 PM US/Eastern)

VID Test Video (Rev 1 - 622/2017 Test Video
04:23 PM US/Eastern)

JIT Leasing Video Series (Rev 1-  Leasing Video Series
104372016 02:02 PM US/Eastern)

VID TEST-VIDEO (Rev 1 - Test Video New
B26/2017 11:21 AM US/Eastern)

VID GSA-VIDEO-203134498 hitps:/fvimeo.com/gsavisualcommunications/review/203134498/958ebdci69
(Rev 1 - 6232017 07:59 AM
US/Eastern)

O & O O 0O
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5. Toselect a useto record learning forclick on the  icon.A popup window will open with a lisf usersearch
criteria.

Search & Add Users

Userl[l: Add

List of Selected Users

a. Enter a keyword (or last name) associated with the ugdeave blankto add multiple users. Click
Searchto find users.

@

Users

Search

w

Search Users

Enter a value for each field that you want to use to filter your search. Some figlds allow you ta selact from a list of values. You can
also add or remove search criteria to further refine your search.

Search Reset

Keyword: |
User ID: [starts With [
Last Name: [starts with [omoh
First Name: [starts with [
Middle Initial: [Starts With | TIP: Click the
Role ID: | starts with [ C_) | A A 7 2 A |'
User Status: ® Active O NotActive O Both #OEOAOEA
Profile Status: O active O Expired ® Both to refine your
. search
Domains: [Starts With | T
State: [Starts With [
Job Locations: [Starts With | Y
Job Codes: [Starts With | T
Supervisors: [Starts With | T
Email Address: [Starts With [
Agency: [starts with [

Add/Remove Criteria ‘© # Search Reset

b. Select your desired user(s). Cligkld to select the user(s) and return to tieecordLearningz Multiple
Page.
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User
'> Search Resulis

Search Results

Select Users For Learning Event

Help

User ID
EsilozaOmoh

eomoh@eskillz.com
ESK0000001
ESK0000003
ESK0000004
ESK0000005
ESK0000002

Rﬁemn:lspa'Pageﬂ"tuialmords}

User Name
Omoh, Esiloza

Omah, Esiloza
Omoh-Leamer, Esi
Omoh-RegionalAdmin, Esi
Omoh-SMEAdmin, Esi
Omoh-SuperAdmin, Esi
‘Omoh-Supervisor, Esi

Fbemrdspa’Page(?tu‘lalmords}

o)y | 7

Select All F Deselect All

OO0O0O0O00& &

Select All/ Deselegt Al

Add

6. Repeat stefbto add more users (if needed). Once you have added all desired user$Jeticto advance to

the next step.
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